
NEW FOR 2009 
Faster, Easier, Friendlier 



Before you start 

 Any student, staff, or faculty member can file an 
accident/incident report. 

 Accident reporting is required by federal and state 
laws as well as University policies. 

 Just have your UW NETID ready to file the report. 



Getting Started 

 Go to 
http://www.ehs.washington.edu/ohsoars/index.shtm 

 
 Locate “ Enter the Online Accident Reporting System 

(OARS)” and click on it. 
 
 When the screen changes, you will be asked to enter 

your NETID and password. 

http://www.ehs.washington.edu/ohsoars/index.shtm


First time OARS 2 users 

 If you have not used the new OARS system before,  a 
window will show up  asking  you to  verify  your 
personal records. 
 

 If the information is current, click on the Submit 
button. Then on the next window, click on Home. 
 

 On the OARS front page, click on Create New Incident 
Report. 



Page 1 
Person Involved 

 
Indicate in what capacity you are 
reporting the incident. Click on the 
appropriate button, either as 
-Supervisor,  
-Self,  or 
- University Representative. 
 
The system will automatically fill in the 
required tracking information.   
 
Then decide what is the status of the 
person injured or involved in the 
incident, e.g. Faculty/Staff or Graduate 
Student. Then click on “Select 
Involved.” 
 



Selecting Person 
Involved 

To search for the name of the 
injured party, just enter the last 
name of the person. The system will 
allow you to select from a list of 
potential matches. 
 
Identify the person, and then click 
the Select Person button. 
 
If you cannot find the injured party 
using the Search UW Directory, you 
can click on the Add New User 
button, and manually enter the 
name and the department of the 
person involved. 
 



Supervisor Selection 

 If you enter your own injury report, you will have to 
provide your supervisor’s information.  If you enter 
just the last name you will be able to select from a list 
and then the information will auto fill. 

 You can enter one other person to be email notified of 
the accident.  Many Departments such as Facilities 
Services want an additional level of management 
notified.  You must know this email address there is no 
select option. 

 Your finished with this page click on “NEXT”. 



Page 2  
Description 

  
Enter the day and time of the accident. 
 
Select Campus and Incident Location. 
 
Alternatively, if location could not be selected from the 
predetermined list, type in the location in the space 
provided. 
 

Give Incident Details.  Attachments can be 
uploaded. 
 
Done with this page click on “NEXT”. 
 



Page 3  
Classification 

Select which level of incident is 
being reported 1, 2 or 3. 
 
Mark one of the boxes below the 
level. 
 
Mark at least on box under each of 
the columns – Nature of Injury, 
Body Parts Affected, What caused 
the harm. 
 
Finished with this page click 
“NEXT”. 
 



Page 4  
Details 

The injured party is requested to 
provide his input on the possible 
causes of the incident by checking 
the appropriate boxes in any of the 
appropriate columns – Equipment, 
Environment, Policies/Procedures, 
Human factors. 
 
 

He or she could also enter 
any suggested corrective 
actions by checking a box 
and/or filling in the “Affected 
Party” suggested corrective 
action box. 
 



Page 4  
Details 

If you are compiling the report as the 
injured party or a University 
Representative, you can now save a 
draft, view it, or submit the report.  
Your supervisor and EH&S will not get 
the copy until you have submitted the 
report. 
 
If there are errors in completing the 
report, red error messages will appear 
at the top of the page, and state what 
is wrong and on which page. Correct 
them and resubmit the report. 
 
A copy will automatically go to your 
supervisor and any additional email 
recipient whom you may have 
included on page 1. 
 
A message will appear “Completed 
Report Submitted Successfully”  . 
 



Later 

 You can always go back to a submitted report and edit.  
EH&S will get copies of both reports. 

 You can no longer edit a report, if your supervisor 
(upon receiving the email notification) has already 
finished the supervisor’s sections and submitted the 
report. 

 



Pages 5 and 6   
Supervisor’s Sections 

Supervisors can complete the report 
from start to finish in one go, by 
reporting the incident as the 
supervisor. 
 

Alternatively, the injured party may have started the 
report, and then the supervisor later gets an email 
notification from the system to complete the 
supervisor’s sections on  pages  5 and 6  (namely Root 
Causes, Recommendations /Preventive Measures, and 
Corrective Actions Target Date). 
 



Nagging Emails 
After having received the email notification, 
if the supervisor has sat on the report for 
five days with no follow up action, a 
reminder email will be sent to the 
supervisor. 
 

Similarly, seven days after the Corrective Action Target 
Date has past, (as indicated on the report), and there 
is no action by the supervisor to update the report by 
filling in the Corrective Action Complete Date, a 
nagging email will be issued to the supervisor, and 
then every seven days afterwards, until the corrective 
action has been implemented and the actual 
completion date filled in. 
 



OSHA 300 Form 

 An incident may involve medical 
treatment beyond first aid, lost 
work days, or job transfer. Such 
incidents are recordable under the 
OSHA requirements.  

 After the incident report has been 
submitted, supervisors should 
also complete the OSHA Form as 
soon as such information is 
available, by going to 
https://oars.ehs.washington.edu. 
Click “Open OSHA 3o0 Form”.  
 

https://oars.ehs.washington.edu/


OSHA 300 Form 

 Supervisors can 
complete this form at 
the time of submission 
of the OARS report, or 
later as soon as 
information about 
medical treatment 
beyond first aid, lost 
work days,  or job 
transfer is available. 



Training site for practice 

 To practice using OARS, go to  
 https://oarstrain.ehs.washington.edu 

 
 You can enter  your own incident reports, or report in 

the capacity of the Supervisor, or the University 
Representative. 
 

 For training purposes, no email confirmation will be 
sent to the persons mentioned on the report, in order 
to avoid unnecessary confusion. 
 
 

https://oarstrain.ehs.washington.edu/
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